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CARRIER INSTRUCTIONS 

 

 

Press Start Calculations Button.  
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Select Commercial Carrier (WC113) 

Then Continue 
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Enter all the required information  

Then Continue 
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Enter the information for lines 1, 2 and 3; then press the Calculate Surcharge Due button.  The calculator 

will do the rest for you.  If the amount is 0.00 – please enter 0 in the field. 

Click Calculate Surcharge Due 

Then click Continue 
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Confirm the information is correct and press Continue 
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If you do not have an electronic notary or do not wish to make payment at this time;  Download filing 

information to print and notarize and return to the Online Surcharge Application to submit filing within 

30 days. Be sure to save the notarized documentation as a PDF file before you return to start the 

surcharge filing as a returning user.  

Press; Complete Calculations 
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Select Download & Print Filing.  You will use these printed pages with the confirmation number to 

notarize and return to complete the on line filing if you will be making a payment on line or filing a zero 

amount owed.   

Save the notarized filing as a PDF file to be used when you return to file the surcharge. 

After the signatures and notarization are received and the PDF file has been created return to the 

website to complete the filing. 

If you are using the surcharge application as a calculator and making payment by mail, please send this 

printed and notarized page along with the payment to the address above.  Please note your filing is not 

complete until payment is received. 
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Example of printed page for reference only 
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Example of printed page for reference only 
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Return User with confirmation number 

 

Select the Start Surcharge Filing button 
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Select Yes – then insert confirmation number provided and your FEIN number 

Press Continue 
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Everything will be prefilled with the information entered previously. 

Press Continue 
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To insert any supporting documents select the Browse button and insert the file you created – then 

press the Upload Button.  A green line will appear telling you the file has been uploaded. 

If you would like to explain any portion of this filing or if you are paying an amount different from the 

calculation please use this space. 

Then press Continue 

 

  



14 
 

 

Enter the amount you will be paying for this surcharge filing.  

Then press Continue 
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Select if you will be using an electronic notary or if you will be using the PDF file you created with the 

notarized pages.  

Then press Continue 
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Select the Browse button and insert the PDF file you created with the notarized document – then press 

the Upload Button.  The green line will tell you the file has been uploaded. 

Press Continue 
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Press the Download & Print Filing button for your copy of this filing. 

For filers with a zero amount owing you have completed the surcharge filing at this point. 

For filers using the on line application and making a separate payment by mail, please include a printed 

copy of the calculations with your payment. Your filing will not be complete until the payment is 

received. 

If you are making a payment on line after you have printed this document you will return to this page 

and select the Make a Payment button to pay on line. 

The payment method is by e-check – you will need the routing number and checking account number  
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Example of printed page for reference only 
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Example of printed page for reference only 
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Make a Payment 

 

Select the Make a Payment button to pay on line. 

 

The payment method is by e-check – you will need the routing number and checking account number  
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When making a payment 

 

Astric fields(*) are required 

Press Continue 
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Fill in banking information 

Then press Continue 

 

An email confirmation will be sent to your email address when completed. 

 


